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Outlook 2010: Links to instructional text and videos 
 

View the text and videos below to learn about common functions in your new Outlook 2010 e-mail system.  [Outlook Web 

App (OWA) users, see separate materials.]  If you don’t find what you need in the materials linked below, search 

Microsoft’s Outlook 2010 support site: http://office.microsoft.com/en-us/outlook-help/outlook-help-and-how-to-

FX101816808.aspx?CTT=97 

 

 Title Description Type Link 
1 Basic 

Functions 

Descriptions of common functions for 

e-mail, contacts, tasks, meetings 

Article http://office.microsoft.com/en-us/outlook-help/basic-tasks-in-

outlook-2010-HA101829999.aspx 

2 Video Tour Video tour of most common functions  Video 

(5:02) 

http://office.microsoft.com/en-us/redir/va102057878.aspx 

3 Send e-mail How to send e-mail for the first time 

within Outlook 2010 

Video 

(2:57) 

http://www.microsoft.com/en-

us/showcase/details.aspx?uuid=1711843f-1b47-40ea-855f-

a3595c3f745e 

4 Search 

 e-mail 

How to use the Search feature to find 

e-mails  

Video 

(2:16) 

http://www.microsoft.com/en-

us/showcase/details.aspx?uuid=70fba9d9-bd5b-4025-827f-

08858f1cc3ae 

5 Schedule 

meetings 

How to schedule a meeting  Video 

(2:16) 

http://www.microsoft.com/en-

us/showcase/details.aspx?uuid=61134c0e-e5cd-4d46-8670-

872f46eac493 

6 Schedule 

recurring 

meetings 

How to schedule recurring 

appointments and meetings 

Video 

(3:43) 

http://www.microsoft.com/en-

us/showcase/details.aspx?uuid=58d08214-4567-4657-954c-

caa38de3b3ae 

7 Respond to/  

update 

meetings 

How to respond to or update 

meetings 

Video 

(2:49) 

http://www.microsoft.com/en-

us/showcase/detailsrv.aspx?uuid=ff31a6a4-20c5-4f4d-a69f-

4a95286a61f8 

8 Manage 

tasks 

How to use tasks and reminders Video 

(5:50) 

http://www.microsoft.com/en-

us/showcase/details.aspx?uuid=25ae7ab2-63d3-47e2-a54e-

3ed7ab402ee0 
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